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Key Takeaways

Have a better 

understanding about the 

Microsoft Application

Understand when to use 

what 

Able to utilize these skills 

to #worksmarter and 

productively
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Introducing Microsoft 365

Power 
Automat

e

Shifts
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Connecting to Microsoft 365
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Download the Apps on to your Mobile Devices

2. Search for needed application (e.g., Outlook) and select “Download”.

1. Open “AppStore” or “Google PlayStore” on your mobile device.
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Connecting to M365

2. Login to your M365 Account

1. Go to https://portal.office.com/
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Connecting to M365

Email

Password Logged In

The following are 3 primary methods available for 

Multi-Factor Authentication (MFA)

• Microsoft Authenticator

• SMS

• Phone Call
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Connecting to M365

1. Download “Microsoft Authenticator” in your mobile devices. 
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Connecting to M365

Microsoft Authenticator SMS Phone Call
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Change Password

1. Access https://portal.office.com

2. Select your icon from the top 

right and select “View Account”

3. Select “Password”

4. You can change the 

password here.



OUTLOOK & EXCHANGE ONLINE
PART 1



• Outlook is a mail server allowing you to send and 

receive emails. 

• It also includes Calendar, To-do, planner to help 

you better manage your daily work schedule.

• It is synced, meaning you can access to the same 

data across different platforms

OUTLOOK & EXCHANGE ONLINE
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Introducing Outlook
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Introducing Outlook

Mail Features Calendar Features



MAIL FEATURES- MANAGEMENT
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Email Views

• Through machine learning, Microsoft 

Outlook helps you identified and split 

your mails into 2-main categories– 

“Focused” and “Other”

• “Focused”: Messages that Outlook 

identified that are important to you.

• “Other”: Messages that are identified as 

less important, e.g., bulk emails, 

advertisements, newsletter,  etc.
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Email Views

Disable this view so that your email will 

now be divided into “All” and “Unread”
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Archive Storage

• By default, online archive is disabled. If you wish to enable 

this feature, simply contact your IT admins.

• Once enabled mails that are at least 2-years old will fall into 

Online Archive in default retention policy.

• A quick fix solution: Dragging emails into “Online Archive” 

to archive the mails when needed.
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Archive Storage

• Users can simply navigate to the “Online Archive” folder 

from the left navigation bar to view archive mails. (Standard 

version of Outlook 2013, 2016 and 2019 won’t be able to see)

• User can check online archive message using webmail.

• Sub folders under mailbox called “Archive” is NOT online 

archive data.
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Archive Storage

Depending on the subscribed license, you will have different storage and archive limits

License Mailbox Storage Limits Archive Limits

Exchange Online Plan 1 50GB Mailbox Storage 50GB Archive Limits

Exchange Online Plan 2 100GB Mailbox Storage 1.5TB Archive Limits
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Archive Storage

As an end-user you can easily check your mailbox storage by selecting “Files”

Then you will be able to see your personal mailbox storage status under 

“Mailbox Settings”.
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Delete/ Recover Deleted Emails

Hitting “Delete” in a selected email will remove 

your email from the folder to “Deleted Items”

To recover an email from the “Deleted Items” simply drag 

and drop the email back in its designated folder.
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Delete/ Recover Deleted Emails

Deleting an email from the “Deleted Items” will move it to a 

hidden folder- “Recoverable Items”

1. Navigate to “Deleted Items” and select this link found on the 

top.

2. Select the email you want to restore and check the 

box “Restore Selected Items” and select “Ok”.

Restored items will be moved back into “Deleted Items”, then you 

can move it to the designated folder if necessary.

Emails in “Recoverable Items” can be restored within 30 days.
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Set Rules

Set rules to have your mail arranged in folders automatically for a better email management.

1. Select “Files” then select “Rules and Alerts”.

2. Select “New Rules”.
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Set Rules

3. Select “Move messages from someone to a folder”

4. Select the hyperlink and fill out the 

information accordingly, then select 

“Next”.
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Set Rules

6. Give the rule a name and select “Finish”.

5. Select “Next”.
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Recall Message

1. Navigate the sent message from the send 

box.

2. Double click to open the sent 

message and select “Files”. 

3. Select “Message Resend and Recall”
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Recall Message

4. Select “Recall”. 

5. Choose if you would like to 

replace the message.
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Recall Message

The recipient will receive a message 

saying you try to recall a message

Note: For a message to recall successfully it must meet the following 

requirements:

• Both you and the recipient must have an Exchange server mail account and 

use Outlook as email client

• Recipient mailbox is open

• Original message is unread, and it is in the inbox

• Message not touched by any process (e.g., Spam filter, rules etc.)
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Recall Message

As a sender, you will get a “Message Recall Status Report” email to track the recall status.
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Report Message 

If you found junk mail have fallen into your mailbox, you can help by reporting the message. So that it can help build Microsoft 
data bank of junk mails.

1. Select “Report Message” from the menu bar.

2. Choose if the message is junk or phishing. 

On the other hand, if a normal message have fall into 

the Junk box. You can also mark it as “Not Junk”.
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Report Message 

Advanced junk options can be set to ensure you do not receive email from certain senders or to ensure the email does not fall 
into the junk mailbox.

1. Right click on the selected message.

2. Navigate to “Junk”, and you can 

choose from the below options.

3. For advanced settings, select “Junk E-mail Options”.

You can increase the level of protection or add in whitelist 

or blacklist to better manage your incoming mails.
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Templates

For repetitive emails, you can make use of the templates to help you.

1. Under the “Message” tab, select “View Templates”

2. From this window you can see different templates 

available. Select the needed template and it will be 

added into the body.
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Templates

1. You can also create your own template by 

selecting “+ Template”. 

2. Insert the details and select “Save” to create a new 

template.

Give your template a name

Insert the message body here. 

Note: If you have an email signature 

setup, do not insert a signature in the 

template.
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Attachments

There is a 20MB file size limit in Outlook, by sharing a document 

as a link it can simply bypass the file size limit.

3. Right click on the file and select “Upload” 

and select your OneDrive Storage. 4. Right click again and select “Change Permissions” 

to grant different permissions.
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Polls

Use Poll to do a quick survey in an email.
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Polls

As an end-user you can submit the poll directly in the email.
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Polls

The person who set the “Polls” can view the result in 

Microsoft Forms.
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Email Encryption

Use Encryptions to secure your emails.

1. Select “Options” and select 

“Encrypt” to encrypt this email
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Email Encryption

If you’re using Outlook.com or Microsoft 365 and are using 

the Outlook.com website, the Outlook mobile app, or the 

Mail app in Windows 10, you can read and reply to encrypted 

messages the same way you do with unencrypted messages.

These will indicate it is an Encrypted Email

If recipients is not using M365, the 

email will look like this, and recipients 

will need to request a passcode.
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EMAIL ETIQUETTE TIPS
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Reactions

One of a modern way of communication is using “Reactions” to notify the sender you have read a message, and it saves you 
time from replying an email as well.

1. Select “☺” icon to choose different reactions.

2. When a reaction is made, you will be able to see it down here.

The sender will receive a notification 

that you have reacted to the message.
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Delay Delivery

1. Select “Options”.
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Delay Delivery

2. Select “Delay Delivery”.
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Delay Delivery

3. Set the time you wish to deliver 

the email, then select “Close”.
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Delay Delivery

4. Select “Send”.
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Delay Delivery

Note: Outlook needs to be open and online for the message to be sent out successfully.

It will fall into the “Outbox”, when the time reaches it will be sent out automatically.
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@ Mention

Simply enter “@” and insert their 

name or email address.

Smartly use @ mentions to notify receiver to follow up action items.

The recipients will see a message 

with “@” if they were mentioned in 

the email.
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Meeting Managements

Change the viewing arrangement here.

View your schedule here.

Calendar available 

for viewing

Select “Calendar” 

icon to view your 

calendar schedule.
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Share Calendar

Allow you to view the schedules of your colleagues
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Share Calendar

This allows you to 
better manage 
your Teams’ 
calendar.

Useful between 
Boss and Secretary.

Boss’s Account
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Share Calendar

Boss’s Account
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Share Calendar
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Share Calendar

An email will be sent to you to notify you 

when a calendar is shared with you.
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Share Calendar

Secretary’s Account
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Create Meeting

Input the required or optional attendees here.

Input the message body here. Just like a normal email.
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Create Meeting

When arranging meeting with internal parties, navigate to 

“Scheduling Assistance” to find a timeslot that best suits everyone.

You can see the availability of your 

colleagues as well as resources (e.g., 

meeting rooms).



OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

61

Scheduling Polls

1. Select “New Mail” and select “New Scheduling Poll”.

For better communications, you can also provide few available timeslots for internal parties to choose from.
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Scheduling Polls

2. Add the attendees in this section 

to view their schedule on the right. 

You will be able to see timeslots 

that most people are available.
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Scheduling Polls

3. Select multiple timeslots, 

then select “Next”.

Once confirmed, then 

select “Create Poll”.

A poll will be added in the email.
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Scheduling Polls

When the attendees receive the 

email, they can select “Vote”.

And vote for the timeslot that best suits them, or simply proposed another time.
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Scheduling Polls

Once the attendees voted, you will receive an email about their reply. 

Thus, you can send them the actual meeting invite accordingly.
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Introducing Microsoft Teams 

• Microsoft Teams is a hub for teamwork, where people 

connect, communicate, and collaborate from within a 

single interface

• Microsoft Teams brings together collaboration and your 

business application in an easy-to-use interface. Collaborate on 
documents

Integrate 
business 

applications
Store and 
share files

Manage 
projects and 
work groups

Manage 
contacts Chat and 

call 

Host 
meetings
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Enhance 

Collaboration

Reduced Email 

Overload
Efficient 

Communication

Integrated 

Workflow

MICROSOFT TEAMS

Benefits of Microsoft Teams
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Introducing Microsoft Teams 

Chats Teams and Channels Meetings
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Introducing Microsoft Teams 

Microsoft Teams Other Tools

Security Controls IT admins can have better control IT admins have no control

File Sharing & 
Collaboration

Permission Settings can be set to individual files and supports 
collaboration

No Control and collaboration not 
supported

Communications
There is a chat and channels to help differentiate causal chats and project 
managements

Single Chat interface

Meetings Options to host various online meetings and supports collaborations.
Collaboration during meetings 
are not feasible

Compliance All activities are recorded in Microsoft Audit log NA

Sync
Microsoft Teams is synced with all M365 applications, so that everything 
is related to work are in one place

NA



CHAT FEATURES
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Creating Chatrooms

Recent Chats

Chatroom

Search Bar

Quick Actions

Pinned Chats

Message 

Area
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Creating Chatrooms (One to One)
1. Simply search the user in the search-bar to start a chat window

Or navigate existing chatrooms 

from the sub-menu bar 

Or select this button to start a 

new chat.



MICROSOFT TEAMS – CHAT FEATURES

74

Creating Chatrooms (One to One/ Group)

1. Select the pen icon to start a 

new chat.

2. Insert multiple users to start a group chat.

3. Select the drop-down menu to give 

the group chat a name

4. Begin chatting by typing and 

formatting your message here.
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Adding People in Existing Chats

1. Select the “People” icon 

from the top right corner.

2. Select “Add People”

3. From the pop-up menu enter the email address 

of the people you want to add in the group chat. 

And choose if you want to include chat history.

** “Don’t include chat history” will result in creating a new group chat.



MICROSOFT TEAMS – CHAT FEATURES

76

Chatting with External Parties 

1. Input their email address in the search bar.

2. Select show “Externally”

If the external party has a M365 account, it will show up 

here, and you can start the chat by selecting their name. 
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Chatting with External Parties

It will be marked as “External”

Depending on the settings set by your IT departments, limited chat functions will be available.
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File Sharing

Select the “Clip” icon to attach files, you can choose to 

attach a file from the cloud storage or from the device. 

Or simply attach by the “Drag and Drop” method.
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File Sharing

1. Select the drop-down menu to set the sharing permissions.

2. According to the needs, you can choose who 

have the rights to open, view, edit of download 

this document; then select “Apply”.
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File Sharing

Navigate your mouse to the “Files” tab to view all 

the documents shared within the Chat.
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Polls

If you cannot see “Polls” simply search in the search bar.
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Polls

The “Poll” will be placed directly in the chat room and user can you 

simply answer directly in the chat.
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Polls

The person who set the “Polls” can view the result in 

Microsoft Forms.
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Message Options

You can mark the level of importance for the messages you sent.
Messages by default are standard messages
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Message Options

“Urgent” messages will be more disturbing, as it will send a notification to the recipients every 2 min in a 20 min interval, or 

until they read the message. (If it is a group chat, the notification will be sent to all members within the group chat.

With Urgent messages, recipients will receive a 

banner notifications and an email alert.
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Delay Delivery

Schedule your message to send at another time, to prevent disturbing recipients at out of office hours. 

3. The set time will show on top of the message bar, then enter your 

message as usual and select “Send”.

1. Right click the “send” button to send the message at a schedule time.

2. Select the date and time 

which you would like to send 

the message.

These indicators will help you identify the message as a schedule message, and it will be sent out at 

the designated time. 

Note: The message will be sent out even if Teams are closed and not connected to the internet. 
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Delay Delivery

1. Move your mouse to the message and select the “Pen” icon.

3. Change the date and time accordingly, or you 

can choose to cancel the schedule message and 

send it as a regular message. 

You can still amend the date and time and the message body of a schedule message that are not officially sent out.

2. Select the date and time stated.
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Teams Group and Channels

• A tool for organizing and facilitating collaboration

• Team: Collection of people, content and tools that 

work together on various projects

• Channels: Dedicated sections within a Team that can 

help keep conversation organized 

• Audience: Internal or External
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Group Chat Vs. Teams Group and Channels

Group Chat Teams Group and Channels

Purpose Instant and Causal Chats Project Management

Channels
Unable to create small groups within the group 
chat for communication

Ability to open different sub-groups (channels) to 
manage project.
(Cater up to 10,000 people)

History
Gives you flexibility to choose how much chat 
history to include

Shows all content when new member added (High 
Level of Transparency)

Apps Limited Apps can be added in the tabs
More Apps options can be added into the tabs (e.g., 
task by Planner and To-do)

Storage
Files storage are stored in the OneDrive of the 
sender

Creates a SharePoint Teams site, where all users 
within the Teams group can easily access.
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Teams Group and Channels
W

ed
d

in
g 

Ex
p

o General

Marketing 

Logistics

Vendors

For overall announcements

Event Team + Marketing Team

For discussion and materials related to marketing strategies and campaigns

Event Team+ F&B Team+ Logistics/ Banqueting Team

To co-ordinate venue, catering and other logistical details

Event Team + Marketing Team + Vendors

Discussion 

People : Event Team, Marketing Team, F&B Team, Logistic/ Banqueting Team/ Vendors
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Teams Group and Channels
D

ep
ar

tm
en

ta
l Q

u
ar

te
rl

y 
R

ev
ie

w

General

Performance 
Metrics

Project Updates

Strategy and 
Planning

People: Sales Team

For overall announcements

For KPI updates

For Project updates

For Upcoming strategies and planning updates
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Teams Group and Channels

A
cc

o
u

n
ti

n
g 

D
ep

ar
tm

en
t General

Policy Discussion

Budgeting 
Discussion

Yearly business 
review

For overall announcements

For updates and discussion on new policy 

and SOP e.g., reimbursement policy

Departmental budget discussion

Discussion on profits, expenses, bonuses etc.

People: Accounting Team
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Teams Group and Channels
You can view the Teams Group/ Channels information here.

The group are known as Teams Group.

Sub-groups are known as Channels.

Channels Posting Area
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Teams Group and Channels

Channels that are BOLD 

means there an update. 
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Creating Teams Group and Channels

Alternatively, you can create a 

Team from a template.

1. Select ”+”

4. Give your Team a name and description

3. There are a lost of templates 

which you can choose from, or 

simply select “From Scratch”

2. Select “Create Team”
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Creating Teams Group and Channels

Set the privacy level of the Team Group
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Creating Teams Group and Channels

There are 3 different levels which can be set:

Private: Only those invited can join the Team Group.

Public: Members within the organization can choose to 

join freely.

Org-wide: A dynamic group settings which employees 

within the organization will join automatically.
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Creating Teams Group and Channels- Add Members

1. Select “…” next to the Team.

2. Select “Add Member”
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Creating Teams Group and Channels- Add Members

3. Add in the members’ email address and select “Add”.

Different roles can be given to members in the group:

Owner: Can help co-own the Team, giving them the ability to add members 

and channels freely

Member: Can add channels but by request but can still post freely.
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Creating Teams Group and Channels- Add Channels

2. Select “Add Channel”

1. Select “…” next to the Team.
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Creating Teams Group and Channels- Add Channels

3. Give your channel a name and select the privacy.

Standard: All members within the Teams Group will 

be added into this Channel

Private: Adding specific members from the Teams 

group 

Shared: Adding members within the organization or 

external parties, whom are not in the Teams Group.

4. Select “Add”
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Creating Teams Group and Channels- Add Channels

Standard: No icon

Private: Lock icon

Shared: Link icon
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Posting in Channels

Post Example

Announcement Example

Members can easily reply to the post

Select the “Pen” to edit the post

Members can also react to posts. Select “…” to see more options
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Posting in Channels

From your view, it will be marked in blue
Enter “@” and users name to tag someone in a post.

From the members’ view it will be marked in red and a “@” icon 

will be shown.
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Manage Teams

To ensure you do not miss out anything in Teams Group and 

Channels, ensure to turn on this setting.
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Collaborating in Teams 

This shows others user are online and co-editing the documents together.



MEETING FEATURES
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Microsoft Teams 

• A tool for hosting audio calls or video 

meetings

• Types: Various of meetings types to cater 

different needs (capacity and interaction 

level/ recurring)

• Organized: From Chat/ Channel/ Scratch



MICROSOFT TEAMS – TEAMS MEETING

110

Types of Teams Meeting

Webinars Town Hall
Virtual 
Appointment

Live Event
Schedule Meeting 
(Default)

Purpose

Structured 
presentations, 
training, external 
communications

Company-wide 
announcements, 
executive updates 

One-on0one 
consultations (e.g. 
healthcare, 
customer service)

Broadcast-style 
events, large- 
scale 
presentations

General 
collaboration, 
teams discussions, 
project updates

Interactivity 
Moderate (Q&A, polls, 
limited chat)

Low to Moderate ( 
Q&A, moderated 
chat)

High (private, 
personalized 
interaction)

Very low (Q&A 
only, no 
participant video)

High

Audience 
Size

1,000 (interactive)
10,000 (view only)

Up to 20,000 (view 
only)

One-on-One Up to 20,000 Up to 1,000

Registration 
Required 

Yes Optional Yes (via Bookings ) Optional No
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Calendar Interface

Select “Calendar” you are able to 

view your meeting schedules
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Create a Meeting
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Create a Meeting 
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Create a Meeting

Use “Scheduling Assistance” to see 

the availability of your colleagues

You may also use it to check on meeting rooms availability 



MICROSOFT TEAMS – TEAMS MEETING

115

Create a Meeting

Quickly schedule a meeting in a group chat or channel
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Create a Meeting

Channel Meeting
Chat Meeting
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Meeting Options (Settings)

Different meeting settings available to set for a 

meeting e.g. Who can bypass the lobby, who can 

admit users, if copilot are enable post meeting, etc.
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Join and Share a Meeting

1. Move your mouse and select 

“Join” to join the meeting

If you are not the organizer but would like to 

share the meeting, simply copy the link or 

double click the meeting and select “Forward”

You can also start a conversation 

with the meeting attendees.
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Join and Share a Meeting

2. Set your video and audio options before joining

3. Select “Join Now” to enter the meeting room

As a best practice, it is suggested to turn off your 

microphone when you first enter the meeting.

Turning on your video enables 

you to set background filters
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Join and Share a Meeting

Meeting Room

Navigation Bar
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Meeting Views

There are different Teams Meeting view options available. 

Choose the view that best suits your viewing habits.
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Meeting Features- Manage Participants

Select “Mute Participants” or “Disable 

Camera” if they forgot to do so

Selecting “Make a Presenter” will grant 

permissions for users to present and share 

their screen

Select “Remove from Meeting” if an 

unauthorized individual have entered the 

meeting.
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Meeting Features- Chat/ React Raise

“Chat”, “Raise” and “React” allows you to communicate 

with presenter or attendees without disturbing them
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Meeting Features- Share Screen

During a meeting, you can 

share the screen or 

documents for different 

collaboration.
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Meeting Features- Share Screen

Share Windows, see the user screen directly.
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Meeting Features- Share Screen

Attendees have the option to 

navigate to different pages, which 

does not align with the presenter.

Attendee’s screen

Presenter’s screen
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Meeting Features- Share Screen

Attendees have the option to 

navigate to different pages, which 

does not align with the presenter.
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Meeting Features- Share Screen

Presenter can also disable “Private View” 

options so that attendees can not 

navigate to other pages.
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Meeting Features- Share Screen

With Excel Live, both presenter and attendees can edit 

the Excel together without opening the document
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Meeting Features- Share Screen

Note: Attendees will need to have the permission 

to access document in order to see it.
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Meeting Features- Recording/ Transcript

Recording and transcription can be found in the 

meeting chat, or in the host OneDrive

Note: Ensure to “Stop Recording” before leaving the meeting
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Meeting Features- Video Effects

1. Select “More” and select 

“Effects and Avatars”
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Meeting Features- Transfer Between Device 

There are 2-options available.

Add this 
Device

Add your mobile as a second device, while 
you remain in the meeting on your 
computer

Transfer to 
this 
Device

Transfer the meeting to your mobile device 
with no delays 
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Meeting Features- Transfer Between Device 

If your meeting started on your 

mobile, you could also transfer 

it back to your computer.

The same options are available.
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Meeting Features- Transfer Between Device 

If your meeting started on your 

mobile, you could also transfer 

it back to your computer.

The same options are available.



TEAMS SETTINGS



MICROSOFT TEAMS – TEAMS MEETING

137

Teams Settings
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Teams Settings

Disable this to get notifications for everything.
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Teams Settings

Set to show “Activity and Banner” to ensure you get notify for all shown channels.
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Teams Settings

Under “Do not Disturb”  (Privacy Settings) you can set the 

priority list that can bypass the DND status



CONCLUSION AND Q&A
PART 3
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Key Takeaways

Have a better 

understanding about the 

Microsoft Application

Understand when to use 

what 

Able to utilize these skills 

to #worksmarter and 

productively



THANK YOU
THANK YOU FOR YOUR TIME TO ATTEND THE 
TRAINING TODAY. 

IT WOULD BE MUCH APPRECIATED IF YOU 
WOULD TAKE ~3 MINUTES TO ANSWER A FEW 
QUESTIONS TO HELP US IMPROVE OUR SERVICES 
IN THE FUTURE. 

PLEASE SCAN THE QR CODE TO REDIRECT TO 
THE MICROSOFT FORMS PAGE. 

IF YOU HAVE ANY QUESTIONS, PLEASE FEEL FREE 
TO CONTACT US AT: 
CUSTOMERSUCCESS@SUPERHUB.COM.HK



THANK YOU
+852 2353 1445

customersuccess@superhub.com.hk

customersuccess@superhub.com.hk

superhub.com.hk

superhub.com.hk

Follow Us@

SUPERHUB LIMITED

mailto:info@superhub.com.hk
https://www.superhub.com.hk/contact-us/
https://www.linkedin.com/company/superhub-limited/
https://www.facebook.com/SuperhubHK
https://www.youtube.com/channel/UCYKcr9z2V6LcOiZMjvWLbSQ
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